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CHECKLIST FOR BECOMING A
PURCHASING-CARDHOLDER

(commonly known as P-Cardholder)

What Forms and
Trainings are Required?

FORMS

Purchasing Card Application: located on the P-Card webpage, the applicant must read and

sign the Cardholder Agreement on pg. 1 as well as sign on pg. 2. Whatever information is entered
within the Employee Information section on pg. 1 will be reflected on the cardholders account and
physical P-Card. Authorization Limits should be set by P-Card Coordinator or Division Director.
Please provide all additional signatures if possible. Once fully completed return to P-Card team.
Original form is preferred but is not required and can be sent in scanned or sent interoffice mail.
The Purchasing Card Application is needed for ordering a P-Card, it is also kept on file by the P-
Card Manager.

Agency Oracle EBS Access Request Form: located on both the Business Resource Center’s

(BRC's) webpage and the P-Card webpage, the Access Request Form is needed, in part, to grant an
employee user access/permissions. In addition to providing the BRC a completed Access Request
Form, employees must attend required trainings. IMPORTANT: for those that aren’t reconciling
their own transactions, they don’t need to fill out the Access Request Form, however they will

need to be set up as a proxy. For information on setting up a user as a proxy please visit the BRC'’s
webpage.

TRAININGS

Business Resource Center’s iExpense Training: The BRC and the P-Card team have

collaborated to ensure P-Cardholders needing iExpense access receive full training. IMPORTANT:
P-Cardholders who will be reconciling their own transactions must attend the BRC'’s iExpense
training.

Both the BRC iExpense training and the P-Card training typically take place on the first Tuesday of

every month. Please visit the BRC's webpage to view date and time of trainings. Registration for
this training is available through PeopleSoft under Course No. 004509.

Purchasing Card Training: Before being physically handed a P-Card employees must attend a

P-Card training. Anyone is welcome to attend and does not need either of the forms mentioned
above submitted before attending (although it is recommended). Each department has a P-Card
Coordinator; employees seeking a P-Card should consult their department’s Coordinator to assist
with form submissions and training schedules.

Those who already have iExpense access/permissions or will not be reconciling their own P-Card
transactions need to simply contact any member of the P-Card team to be added to training. The
P-Card team will send an Outlook P-Card training invite upon processing P-Card Applications.
Finally, the P-Card team will add employee’s attendance from the training sign-in sheet to
PeopleSoft, however, employees may register themselves under Course No. 004838.



https://kc1.sharepoint.com/sites/DES/FBOD/procurement/Pages/P_Card/P_Card.aspx
http://kcweb.metrokc.gov/des/brc/Access/oracle.aspx
http://kcweb/des/brc/docs/2.Oracle%20EBS/Access/Agency_Oracle_EBS_Access.pdf
http://kcweb.metrokc.gov/des/brc/Oracle%20EBS/Training.aspx
https://brcxwebpropss00.kc.kingcounty.lcl:17000/psp/HPRO92/EMPLOYEE/HRMS/?cmd=logout
mailto:kelly.hunsaker@kingcounty.gov; chris.collier@kingcounty.gov; michelle.so@kingcounty.gov; tina.shields@kingcounty.gov
https://kc1.sharepoint.com/sites/DES/FBOD/procurement/Documents/documents/PCard-Coordinator-List.pdf
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